Class Code: 
8212PRIVATE 

LOCAL DISTRICT CLASSIFICATION PLAN

CLASS TITLE:  
FOOD SERVICE ASSISTANT MANAGER I

ESSENTIAL FUNCTION:  


Assist the school’s food service manager with planning, managing, monitoring, supervision, and providing direction in the provisioning, operation, and functions of the cafeteria and staff and assist in coordinating the day-to-day food service operations of an assigned school site; help to assure compliance with District, State and federal requirements and laws regarding nutrition, sanitation, safety and record-keeping.

BASIC REPRESENTATIVE DUTIES:
· Implement all rules and regulations, policies and administrative guidelines as adopted by the Board of Education.

· Assist manager by planning, coordinating, assigning, overseeing and participating as required in the preparation, batch cooking and serving of food; preparing and maintaining necessary records and files.
· Assist manager with training staff in operational procedures and maintaining accurate food service records.
· Attends educational and in-service training programs and meetings as requested by the manager and/or food service director.
· Assist cafeteria manager in instructing all employees in the safe use and care of kitchen equipment.
· Responds to telephone, email and in-person requests, inquiries and questions in a professional, polite and responsive manner.
· Fill in for absences or vacancies as assigned by the Office of Food Services.
· Prepare and serve meals and other food to children and adults in a courteous customer service oriented manner.
· Practice and enforce personal hygiene and proper sanitation standards.
· Identify problems and recommend changes in methods and procedures.
· Assist in opening kitchen, set up equipment, prepare cafeteria for serving.
· Maintain change fund, count and balance cash and checks received; prepare deposit slips and deposit money in the bank.
· Maintain consistency in food preparation and service to students and school employees and ensures serving lines are set up and ready by the beginning of the serving period.
· Prepare equipment for food preparation and monitor refrigeration equipment.
· Compile reports, invoices, deposit slips and cash register reports.
· Receive, check and sign for food delivered to school.
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REPRESENTATIVE DUTIES – Continued:

· Assist in the preparation of work schedule/assignments; collect and review employee time sheets.
· Prepare food production reports.
· Coordinate efforts with school staff, faculty and support personnel, which include delivery, maintenance, security and custodial.
· Act as the temporary manager, as needed, in the absence of the Food Service Manager.
· Projects a positive and on-going enthusiasm for the school meal program.
· Participate in, schedule and attend in-service meetings and workshops.

· Perform related duties as assigned.

· Remain at work during the entire workday unless excused by supervisor or designated representative.

· Maintain a professional appearance.

· Incorporate the use of technology in daily tasks.

· Maintain regular attendance.

· Adhere to the Professional Code of Ethics.

· Demonstrates good attendance and punctuality.
· Maintains confidentiality in all matters.
KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

· Comprehensive knowledge of the preparation, batch cooking and serving of food on a large scale.  

· General knowledge of food quality and special dietary requirements.  

· Extensive knowledge of the practices used in receiving and storing food in large quantities, inventory management and kitchen sanitation and safety measures used in food handling. 
· Meal pricing, serving of a la carte items and Point of Sale (POS) operations and the ability to perform minor troubleshooting tasks. 
· Applicable District, federal and State laws, rules and regulations related to food service.

· Quantity food preparation and food merchandising.

· Nutrition, sanitation and operation regulations and requirements.

· Use and care of institutional equipment and utensils.

· Health and safety rules and regulations pertaining to food establishments, including sanitation and maintenance regulations.

· Record-keeping techniques.

· Principles and practices of supervision and training.

· Oral and written communications skills.

· Interpersonal skills using tact, patience and courtesy.
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KNOWLEDGE AND ABILITIES – Continued:
ABILITY TO:
· Assist in directing operations, cleaning and care of utensils, equipment and work areas.  
· Assist in supervising the work of others and preparing reports.  
· Establish and maintain effective working relationships with associates, students and school staff, and maintain emotional control. 
· Work with others in a close, fast-paced environment. 
· Be organized and able to manage multiple responsibilities simultaneously.   
· Model non-discriminatory practices in all activities and respects the worth, dignity and individual differences of others.
· Assure compliance with District, State and federal requirements.

· Read, interpret, apply and explain rules, regulations, policies and procedures.

· Meet schedules and time lines.

· Operate a computer terminal as required.

· Plan and organize work.

· Maintain records and prepare reports.

· Communicate effectively both orally and in writing.

· Work independently with little direction. 

EDUCATION AND EXPERIENCE:

Any combination equivalent to:  high school diploma, G.E.D. Certificate or demonstrated progress toward obtaining a G.E.D. as required by Kentucky law and one year experience in food service operations.

LICENSES AND OTHER REQUIREMENTS:


Must complete training course for certification of beginning school food service personnel as prescribed in 702 KAR 6:045.
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PHYSICAL DEMANDS: ►
	
	Seldom/Rare
	Occasional

(up to 1/3 of work day)
	Frequent

(1/3 to 2/3 of work day)
	Repetitive

(2/3 or more of work day)

	Standing/Walking
	
	
	►
	

	Sitting
	
	►
	
	

	Handle/Finger/Feel
	
	
	
	►

	Reach/Push/Pull
	
	
	
	►

	Bend/Stoop/Crouch
	
	►
	
	

	Kneel/Crawl
	►
	
	
	

	Climb/Balance
	►
	
	
	

	Lift/Carry  

     (Check Frequency)
	
	
	
	

	►  Up to 10 lbs.
	
	►
	
	

	►  Up to 20 lbs.
	
	►
	
	

	►  Up to 50 lbs.
	►
	
	
	

	►  Up to 100 lbs.
	►
	
	
	

	►  Over 100 lbs.
	►
	
	
	


TERMS OF EMPLOYMENT:

Salary and work year to be established by the Board.

EVALUATION:  
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on Evaluation of Classified Personnel.

The statements herein are intended to describe the general nature and level of work being performed by employees assigned to this job classification.  These statements are not intended to be a complete list of responsibilities, duties and skills required of personnel so assigned.  Responsibilities and duties assigned are at the discretion of the supervisor.

____________________________________
 __________________________

Signature





       Date

Print Name

